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Log in to the Employee Work Center  
1. Type your User Name, press tab, and then type your password. 

2. Click Sign In, or press enter. 

 
 

Edit Position Restrictions  
1. Type the position number in the search box and hit Enter. 

2. Click the hyperlink for the position. 
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3. From the related actions icon, go to Position Restrictions > Edit Position Restrictions. 

 
1. Click the prompt icon in the Position Change Reason field and select the appropriate reason. 

 
2. Change the Job Posting Title. 

 
3. Scroll down the page to the Hiring Restrictions tab. 
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4. Edit any of the following fields by clicking the prompt icon in the field and selecting the appropriate 
category: 

a. Job Family. 

b. Job Profile (title/code). 

c. Location. 

d. Time Type (*required field). 

e. Worker Type (*required field). 

f. Worker Sub-type. 

NOTE:  NEVER CHECK THE “NO JOB RESTRICTIONS” BOX. 

 
5. Click Submit. 

6. You will be directed to the Change Organization Assignment next step. 
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7. Click Open. 

  
8. If necessary, change any of the following fields: 

a. Cost Center. 

b. Security Business Unit. 

c. Position Tracking (if used). 

d. EDC Group. 

e. Budget Program Number (if used). 

f. Organization Element (if used). 

 
9. Click Submit. 

10. You will be directed to the Request Compensation Change for Edit Position next step. 
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11. Click Open. 

  
12. The new pay range should default in the Proposed column of the Guidelines row.  

 
13. If there is no pay information showing in the Proposed column of the Salary row, click the plus (+) icon, 

then the prompt icon in the Compensation Plan field and then All Compensation Plans in Compensation 
Package. 
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14. Select either the Hourly or Salary plan, whichever matches the pay rate type for the employee in the 
position or to be hired/transferred into the position. 

15. Once you select the compensation plan, a new window will appear and in the Amount field, enter 
either the hiring rate for the job, if a contract covered position, or the minimum permanent rate, if a 
rules covered position. 

NOTE: THE RATE IN THE AMOUNT FIELD SHOULD BE AN HOURLY RATE FOR AN HOURLY PLAN; AN ANNUAL RATE FOR A 
SALARY PLAN. 

16. The Currency field should always show USD. 

17. The Frequency should be Hourly if on an Hourly Plan or Annual if on a Salary Plan. 

NOTE: DO NOT USE ANY OF THE OTHER OPTIONS IN THE FREQUENCY FIELD; ONLY HOURLY OR SALARY. 

 
18. Click Done; then click anywhere else on the screen to save and show the change[s]. 

19. Click Submit. 

NOTE:  IF THIS IS A CLASSIFIED POSITION, THE EDIT POSITION RESTRICTIONS PROCESS NEEDS TO BE APPROVED BY STATE 
PERSONNEL AND STATE BUDGET DIVISION. 

20. Click Close to return to your home screen. 

 

LINK Help Desk Contact Information  
The LINK Help Desk provides assistance for the following programs: 

• The Employee Work Center 
• The Employee Development Center 
• The Recruitment & Selection Center 

URL: https://ciohelpdesk.nebraska.gov/User/ 
Email: as.linkhelp@nebraska.gov 
Phone: 402.471.6234 

https://ciohelpdesk.nebraska.gov/User/
mailto:as.linkhelp@nebraska.gov
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